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INTRODUCTION 



How are youy^going to use your job skills after you finish 
school? 

Save you ever thought about starting your own day care 
c eater? 



This module describes people who have' started and managed 
day care' centers . It gives yoy an idea of what they do and 
some of the special skills they need. 

You will read about 

planning a day care center 

choosing a location 

getting money to start 

being in charge * 

organizing the wprk 

3^etting prices 

advertising and selling ^ 
* keeping financial records 
keeping your business successful 

You will also have a *dhance to practice some of the things 

that day care center owners do. . ' 

s 

Then y^ou will' have a better idea of whether a -oareer as a 
day care centei; owner/ is for you. . 

Before you study this module, you may want to read 
Module 1, Getting Down to Business What's- It All About ? 



When you finish this module, you might want ^to read 
Module 22, Getting Down to Business! Restaurant 



Business ; 

Module 24, Getting Down to Business! Housecleaning 
Service ; i 
, ' Module 25, Getting .Down to Business: Sewing Service ; 

Modole 26, Getting Down to Business! Home Attendant 
Service. 

These modules are related to other businesses in occupa- 
tional home economics. * ' _ 
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Planning a Day Care Center - 



To help you plan your day caro-ccenter . 



Objective/l: Describe the services, customers, and 
^ cQ^^r^ition of a day care center. 

Objective 2: List three special personal qualities 
day care center owner needs. 

'Objective 3: List two ways to help your^day care 
^ center compete successfully. • 

Objective 4: List one or more special legal 

requirements for running a successful day care 
center. 



ANNIE PLANS TO OPEN A DAY CARE, CENTER 



Annie Green has worked as a babysitter in her -home for'' 
three years. She has cared fpr up to six children at a 
time fix^m one month of age^to two years old. ^Apnie has 
• taken bourses in early childhood eduCatiSn, administration, 
and staff relations.* She is thinking of opening her own 
day care' center. * ' ^ 

o • 1 o 

Annie said, "I didn't need a license to babysit fewer 
than six children. I got $50 a week—that's $300 a month! 
I was liable to stay at home and do something. I liked plus 
'make money, too." Annie loved caring for children. She 
didn*t mind* the Iqng houfs or hard work that it required. 

While babysitting*, Annie found a great need for chil4 
care services for single* piarents, parents who workfed odd 
shifts, and ^low- income parents. Annie decided to open her 
day care center on a 24 -hour basis to meet the nfeeds af 
these- parents. • ^ . • 

. 

Anpie did ;iot think ^he wuld have much' competition.- 
vBy providing 24-hour child care services to needy parents, 
she would cut down o'n any competition she might have." 

Annie knew that she would need a license to run her d^y 
^care center.- She contacted the licensing section at her 
"State Department of Health to find out how to apply for the 
license. She learned that she must complete a detailed 
applica*tion on how she planned to run her business. She* 
also learned that she would need to meet atate and local 
regulations pn inspection of her day care center. 'She then 
talked with £^ business insurance agent' to find out what, 
insurance^sjie needed. ^Annie tried t6 plan carefully so ^ 
that her business would get off to a good start. 

: 1-^ 
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Planning a Day Care Center 

• ^ There are many, many small businesses in America**^ Small businesses 

can have as few as one worker (the owner) or as many as foui; workers. A 
small business owner is "self -employed Often a whole family wo^s 
together in a small lousiness* . ' x, ' 

There are four main things that you will. need to do when planning a 
day care center: ^ ' ^ 

^ #^ decide what your services, customers, and competition might be; 

• decide what personal qualities and skills you need to run a day 
care center; * 

• decid^tJfiat special services you need to offer to compete well; 
and 

• learn about the legal requirements for running a day care center. 



Services, Customers, and Competition 

Services * A day care center provides child care services for 
par-^nts with children of all ages. It can provide care for infants, 
preschool children, and older children already in school. The older ^' 
children -are usually kept in centers' after they get out -of school. The 
center shearing for these older' children are called' extended day care 
centners* 
? . 

The main service of a day care center is to provide care and 
development "f or chij.dren outside the family home. A day care center can 
provide half-time, full-time^ or feven 24-hour care. 
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These centers offer basic and JsupeVvised play. Many also'^provide 
educational programs as^well. Children are usually enrolled in 'these 
centers to expose them to: 

0 • trained professionals; ^ , • ^ 

• new^deas or methods in educational programs: and . * ^ 

• other children of the same age. ' • 

^ Customers . Pare'nts with chiHren of all^ ages and from all income 
levels are- Likely customers. The.parerVts can be 'a tworparent family or 
a single parent. You iwill h^ave to decree about income level and age 
group of children you will want' to serve. Lijce Aifhie, you ^y want to 
serve the needs of the low-income single parent. Oncj^ you have decided 
06 your income and age group, contact thfe lica'l Cha(W>er "of Coranerce. 
They can give you information about the income of iVour area'^of 
interest. Your , city planning 'department ican also help. 

Competition t ^here is not a lot of competition the day care 
business. But there certainly is a great need for this service. To 
find out about any competition you mighC^have, look up^ other day care 



c/nt^rs in the Yellow Pages of your loc^l ph9ne bo6k. Call these 
centers and ask them about their services, p^;Lces, and enrollment or 
waiting list. Th 
for this ♦^service. 



m 

waiting list. This information will help you decide if there is a need 



\ > u • . 

*^ 

Personal Qualities and -Skills ' • ' 

■ ' ' ' • ' '/ 

. Annie thinks she "has what it takes** to open a day care center. ^ She 
has had experience as a babysittrer. She has also received a credential 
in teaching and directing^ for early-childhood education. Below .are * . 
qualities that^make Annie feel she is right for her ^business; 

^ • She lik^s working with chi^4ren. , 

• ^She has a friendly personality. 

She is patient and understanding of others. 

• She is a good judge of people. , 



r 



.12-^ 



, ♦ • She is willing to wotk hard and long hou|r$. 
^ She has ^good business sense. 

♦ • •» . ' • 

All these qualities are important for a <j^ay c^re owner. But the 
real secret of success is building' a personal relationship with the 
children and parents. - If you are concerned and show l(|ve and attention 
to their children, the parents will continue to brirfg- their children to 
you whenever th^re is a need for your service. 



How to Compete ^'Well 

1. . • • 

Annie decides to provide a special service to p'arents who need help 
in caring for ftheir children. She will provide a 24-hour day care 
service. Sh€|^ hopes this will cut down on any competition she might 
have. Below Vre some ways you can give your day car^ center an "edge** 
your competition. 

• pffer babysitting service and hire an elderly pouple as the 

I sitters. The husband can serve as your maintenance and handjnnan 
^ and vifis wife can be your night and weekend babysitter. 

• Offl^ delivery and pick-up service for a one- or two-mile area 
wi^in the cotaunity of your day care center. This will be 
attractive to many parents. ' y 

^ Pfovid6^special fees offering lower rates to parents who cannot* 
.^afford the full charge. 

• Offer scholarships to needy children. . , , • 

- • Offer a drop^in service for children of any age for an hour or 
so. . ^ ^ > \ 



Special. Business, Image ^ ^ ^ * ► 

Create a business image that parents won't forget. Give your day 
care. center a "catchy" name. Hire friendly employees who like children 
(and don't mind hard- work). 
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' Legal kequirements 



You wiLi need to apply for a-lixense to run your day care center, 
if * • » » 

Most: day care centers are; licensed by yoursjitate' Department of Health. 
OtheA are licensed "by the Department of Education. 
k < 

Before applying for a license you will need to do some homework. 
Get a copy of the administrati^?e code for your" state. * Check the 
requirements needed^ to run a day care center. After you know them,-^ ' 
contact the licensing section at a tocal office of the State Department 
of Health. They will'send you an application for a license. ' - 



ajJ^p^ication will require a lot of information about your day 
oare center. You will need to furnish: ' . ' 

• detailed plans; ^ ^ J'' ' . 
s^are footage; ,4 

• list of furniture and equipment;- ^ 

• v rtumber of children to be cared for: , 

• , fees and policies; and / * 

• daily program arid menu. ' ' , , 



^ You must also be fingerprinted for criminal record clearance. You 
will also, need to give information about what you owe and what you own. . 
This is to show^that you wi^Ll 'be'**able run your day <:are centet for 
» three months regardless of thev^fee's you collect. 

A licensing representative j^iH then check your background. Other 
officials will VisiJ* y^our *ddy care center, they will check that all. 
building and beall:h st^dards are up to state and local requirements. 
This will usua'l^ly in>^-lve an inspection by the following: 

, fire inspector; « ' ' - 

^* • *health in»i>ect9r; and , 
^ .> plumlnng .iiispector . • * 

. Getting a license may take a^ long time. So be prepared to get 
• * 

[started planning for your day care center early. • 

14 ' 



Sunmary ' ' . . • » 

It takes a lot of* planning to get a day care, cehter off to a good 

start. Now you know some of the things that /ou must do when planning 

I" • 
to op^n your awn day care center. 
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Learning Aqtivities 



Individual Activities 



1. Name the three types of children a day center can provide services 



to. 



2. ^uppose that you are opening a day care center for ages two to 

five. Look up day care centers and nursery schools in the Yellow 
Pag^s of your phone book. Find out who would probably be your 
competition. , * 



-3. Do you have the right personal qualities' to own a day care center^ 
Put a check next to the qugliti^ that you think you havq: 
like, to work with children 

have a friendly personality ' \ 

patient and understanding of others 

good judge of people 

willing to work hard and long hours 

have a good business sense 



"4. Think of a special servi'qe you could offer to attract, parents to ^ 
enroll their children in your center. Write down what the special^^vi^y 
service would be and why you think it might increase your enrollment.. 

5. Call the licensing section *at your local Department of Health. Aak 
.what the legal requirements; , are f of , owning a day care center. 
Report your findings to the class. ^ , . 

V / ' ■ • 
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Discus's ion Que^s'tions - . i , 

1. Why do y^u thiiyk parents would need the services of a day care 

* center? Do you think it is a gbod* business to go- into? Why, or why 
not? ^ . 

2. Why do you think Annie decided to serve only parents with special 
needs? Do you th'in^ this wa$ a good decision? Explain* 



3. Do you think Annie has done a good job of planning her day care 
center? Where do you think she could improve her plan? Why? 



Group "Activity 

Contact a day care center owner near your school. Ask that person 
to vi*sit your class to share his or her experiences^ in running a day 
care center. Make up some questions you would like to ask the' visitor. 
Herp are a few examples. ' 

1. Why did you decide to become a day care center owper? 

2\ What kind of experience did you have before becoming a day care 
center owne]^? ' - • 

3. What did you do to plan your day care center? 

4. What special services do you offer parents? 



5. Would you advise others tO(^ into the day care center business' 
• Why, or why not? 
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UNIT 2* 



Choosing a Location 



Goal: To help ypu choose a location for your day care 
center. 



Objective 1: List three things to thyA^about in 
deciding where to locate your day ca^ center. 

Objective 2? Pick the best tt>cation for a day care 
center from three choices. * 
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ANNIE CHOOSES A LOCATION 



Annie wanted to serve parents with special needs — low 
incomes y single parents ^ and parents who worked odd 
shifts. She knew that these parents were usually located 
in the lower rent areas. So she deqided to look in this 
area for her location. 

Annie found a large house for rent in a low-income 
residential area. She thought it would be a great location 
fpr her day care center. The house had a lot of floor 
space ;*ith four bedrooms. There was also a large front- 
and backyard 7 It looked ideal. 

s The house was near a university. Annie thought th^s 
was a good location for potential customers. She could 
care for children of students While they were in school 
along with others Who might need her service. 

Annie decided to do some research before she checked on 
the rent. She went to the local schools to find out the 
number of children between the ages ofU'wo and five. She 
found a large number, enough to provide a successful 
enrollment. In checking out the location Annie discovered 
that the house was not in the right zope for a day care 
center. » ' 

This did not stop A^inie. She decided to talk to, the 
owner of the house before going any further. The owner 
told her that if she could rezone the area she could rent 
the house for $200 with an option to buy it. 

Annie knew th^t the parents nee<fed her services and the 

offer was too good to pass up« So, she tried to r.ezone the 

areq for her business. It took her almost six months tg 
rezone, but she (lid. 




Choosing a Location 



Once yibu have decided to open your day care center, how will you 
choose your location? Do you have a certain location in mind like 
Annie? Or wiiryt)u try to fit your day ca^>f«ntej: to^any location? 



Things to Think about in Deciding Where to Choose a Location 



You should think iabout the following five thiri^ when making your 

choice: * 

A J 

• zoning rules and regulations in the area of interestj/^ 

• ^number of families with young children; 

• need for cKild care services; ^ 
' • income of families; and 

• character is titles of the neighborhood. 



1 



» Although there is a great need for day care centers, not every 
neighborhood can^use such services. To find out if an area is "right" 
for your business, you will need to^ftt^ some research. 



Zoning Rules and Regulations \ 

y In choosing your location, the first thing you myst do is find out 
:if the area of interest is zoned for a day care center. The zoning 
commission usually requires special permits if the location is in a 
residential area. 

The best location is usually in a "buffer zone" which is between 
residential ^ and conmercial districts* These areas are multizoned, with 
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building codes co vexing many types of use. v'^They , include' small offices 
such asi * • * 

• medical or dental clinics; « " » • 

• ^ apartment projects; and 

• mvilti family housing. . ' . ^ 

These areas have families moving in and out; It is-^heir need, for child 
care that could support a day care operation. Contact your lopal 
planning department for information about the Zoning in each ^rea of 
interest. . ^ , • . ^ , ' 



Numbepof Families with Young Children — ^ ' . , 

The next step in choosing a location is to fin d out the number of 
families with young children living in each area of interest. 

^ ^hoo^ing a location in a well established section of a ne^ighbojrhoqd 
with a middle-aged population is not a good choice.. Call or visif^the 
local school districts and Chamber of Conmerce in' each area of ^ 
interest. They can give you information about the< number of children in 
their area. The local Planning Department can also help. 



Need for Child^Care. Services 

To find out the need for serv'ijCjSs inlan area, you will need to 
gather information about other day care centers ; ' Take a survey of local 
day care centers to compare their enrollments, locjitio'ns , fees, leijgth 
of waiting list, and educational programs. This will give yous^an idea 
of^the need for your services in a particular area.' 
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Income of Families 



The fe^s you charge for your services will usua-lly depend on the 
income of the families in the area. To get this inf orioaation you wiU 



need to check the amount of money peopre pay *for rent and home costs in 
the* area. Rent and home costs hre usually '20% of a family^s income. If 
a family pTays $200 per m^th, the family's income is probably abouj: 
$12,000 a -year. . ^ 

Call or visit the Chamber of Commerce ^nd a real \estate office for 

each of your areas -of intelr^t. They can give you information about, the 
income of each community in their area. , " 

Character of the Neighborhood \ , ' ^ , 

• • V ■ ' ■> 

A day catfe center will draw children from a 4}nall area^ usually 
about a two- pr three-mile area.* The neighborhood-^sh'&uld be" somewhat 
transient (people staying onl^ 
steady flow of young families. 



transient (people staying only .a short tj.me) in order to prqvide a / 



A goocf*" location might be an area where-^here i^^ large number of 
single family houses or medium incomes that ^llow parents to afford^ 
private day care for their children. Your' choice oJ 'neighborhood will, 
of course, depend on the type parent you will wan^ to s'erve. 
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Choosing a Lcfcation _ i . v« 

. In choosing the actual site for your day care center, make sure that 
the area is zoned for a day care center. Then look for a neighborhood 
that^has 10 percent of its ,population\under the age of six^and 20 
percent of the adults in the 20 to 34 \ge group, ^he income will depend- 
on the type of family you want to serve. 

In making your decision it is aldo necessary tp decide on the size 
of the business you "will run and the rent you will pay. *'^he ren^ will 
depend on the size of the building you are looking for. The rent should 
be based on the amount of business (money) you expect to bring in. Your 
rent should average between nine and 14% of this amount. , - ' X 



Many parents will choose a /day care center on tlj^ basis of its 
location • They look for a center that is: 
t near their home; 

• close to streets children uee going home from school; 

• within easy reach of neighbors who can help if a child becomes 
ill during the day; ani 

• accessible from roads traveled while going to and 'from work. * 

The center should be located on a street used heavily in conmuting 
to and from jobs. A ^odd location "might be where mothers and fathers 
can easily drop off their children and continue on to work or to their 
activities. • 



Sumnary ' 3 . 

V « * 

« • 

Once you^ have decided to ,open your day \pare center, you must^^check 
zoning regulations, number of famitir^ with children, need for services 
family incomes, and type of neighborhood for the' area in which you, plan 
to set up your busine%^. You will also need to decide on the size of 
your business and the rent%r6u shoiild pay. Your timing and planning 
will d^etermine the success of your business. • *^ 



V. 
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Learning Activities -.^^ 



Individual Activities 

\ 

8 the first thing 



V 



1. What is the first thing you should do in choosing your location for 
a day care x:enter? - - ' . - * 

2. Define a "buffer zone." ^ 

3. Name at least three types of buffer. zone areas. * 

4. Make a list of the day care centers in your area and find out the 
following information: ' * ^ ^ 

• enrollment; ^ * ^ * 

• fees; . ' ^ 

4 

• length of waiting list; . ' ^ . 

• educational programs; and 

• *any other special 'services. 

5. Call a local real. estate office and find out the income average of 
the conmunity where you live. 

9 

6* Call your local sctllTol district or Chamber of Commerce and find out 
how many children live in your conmunity and their ages. 



Discussion Questions *^ . 

.1* Based on what you, learned in^^the Individual Activities, do you think 
it would be wise to open a day care center in your area? Why, or 
why. not? Wh^t age range would you choose? 

' V ' 31, ^4 

• I 20 



2. Think of all the successful day care centers in your coninunity» 
Discuss how their location affects their success. 



Gv6mp Activity 

*■ ^ 

Have each student pick a site for, a day care center and find out the 
following information: 
> • zoning regulations; 

• number of families with^oung children (include children's ages); 

• need fgr child care services; 

• income of families; and ^ 

• type of neighborhood or community — are families stable or^dp they 
move in and out frequently? 

Di'scuss each site and decide *if the location would be a good or poor' 
choice 'for a successful day cstre center. 



\ 
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UNIT 3 

5* 

Getting Money to Start 



» 



To help you plan how to get money to start your day 
care center. cr , ^ 



Objective 1: Write' a business description for your 
day care center. 

Objective 2: Fill out a form showing how much money 
* you need ' to borrow to start your day care center. 
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ANl^IE GETS MONEY TO OPEN HER DAY CARE CENTER 



The next step for- Annie was to figure out how much 
money she would need to start ber day tare center. Then 
she would find out Wiere she could get the money. 

Annie made a lAst of her expenses. The total came to 
' about $12,500;^.>fhis did not include employee salaries. 
, Annie kn^w^at this expense would be her largest because 
she woji^ be open for 24 hc#irS, six days a week. The 
salaries <»uld amount to ^bout $10,000 for the first three 
months . • , ' ^ 

Annie w^uld also need an extra $10,000 for any problems 
that ^ghtVarise* She had' saved $6,000 to invest in her 
own^bi&^^ss. .Anftie needed a total of^ $32,500 to open her ' 1* 
center.^ With the $6,000 she had saved, she would need an 
additiona 1 $26,500. 

Annie decided to apply for a business* loan from the 
local bank. She had heard from other female business 
owners about a special program available to many business 
owners througjh th^ Small Business Administration (SBA) . This 
. is a :federal. agency, that makes loans available through 
conmercial banks. Annie decided to ask about this program 
when she applied for her loan. ^ 
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Getting Money, to Stari 



Nbw that you have located a place for your day care center, you will 
need soiue^money to start it# Let's suppose you have tried to borrow 
from friends and relatives. But they just are unable to help rigl^ now. 

To get the money to start your business you will need to go to a • 
lender — a bank or government agency. \ You willnieed to provide a lot of 
information to prove that you are a good business risk. Lenders will 
want: - 

•^personal bacV^round information (a resume);, • 

• a description of your business; and ^ ^ 

• a statement of financial ueed- 



Personal Background Information (a Resume)" , 

A resume is the first thing you should prepare when requesting a 
loan. The resume tells the lender who you are, what you are doing now, 
and what you^have done in the past. . The lender needs to know about you* 
to get a better idea of your possible business success. 

Business Description 

Every new business begins with an idea. Your next step in getting 
your loan is- to put your idea into wr^iting. You do this by preparing a 
written description' of your business. Your business description should 
include the following: 

• kind of business and its name; 

• services you will provide; 

• location of bu'siness; 28 ' 
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• your competitors (other day c^are centers in the area); 
0 who your customers will be; 

• number oi^'emplpyees you will nfeed to hire; and 
* 

• your strategy for success.' 

• ^ 

Annie completed the following business description to get the money 
needed <^to start her business: 

"I plan to open a day care center. The name will be 
'Small Fry*' It will provide child care service for 
children from t»^o to five years of age. I plan to locate 
the day carre center at 1386 West 36th Street. I can rpnt' 
^ the house for ^200 a month with an option to buy it.. 

^ "The house is large enou^ to care for 36 children. It 
. has a large yard for the children' Si play area. I plan to 

do .some remodeling. I have estimated this cost at' about 
.$6,000. * , , • - 

^ "I will have four employees, including myself, working 

, in tU^ day care center. *^There will be thr§e teachers and 

^ one cook. I plan to open -the day care center by Octgber 1, 
, • ;^ . 

if I can get this loan from the bank.'' 



Statement of F inancial Need 

Detailed information about starting expenses and the amount of money 

you have on hand ipust also be given to the lender. 

» >• 

gj^arting expenses, * The stai^ting expenses will tell the lender the 
exact amount of money you will need to open yoiir day care center. Letjs 
look at what Annie's starting expenses are: * ^ ^ 
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Rent (first three months) 


$ 600 


Utilities and phone deposits 


200 


Licensing and permits 


75 


Re'p a ir s / remod el ing 


6,000 
t 


Educational supplies and equipment 


4,000 


Food supplies (one week) 


300 


Legal expenses 


300 


Insurance (first quarter) 


600 


P r omo t ion ,t( b r oc hur es ) ' 

>> 


225 


Advertising 


200 


^ TOTAL 


$12,500 



The largest purchase Annie will make, other than remodeling, will be 
furniture and equipment. The following items would be needed for a day, 
care center for 36 children: 

• children's furniture; 

• shelves, cubicles, lockers; 

• recreational/educational equipment — indoor and outdoor; ^i^^ 

• office equipment; and , . . : ' 
f general- supplies — trash cans i* fire extinguisher, etc. 

' ■ : " 

You may find the toys and educational supplies you need from "Toy 
Wholesalers." The kitchen equiptaent .will be available from "Restaurant 
Equipment Suppliers." The "Playground Equipment Dealers" will handle 
and install the things you need for your yard. All these can be found 
in the Yellow Pages of your phone book. 

^ * 

You may not want to handle thi^ alone. Then hire a day care 
consultant to help you select equipment and plan your^ purchases. Call 
your local Nursery Association for aireferral. 

But before doing any of these things, visit established day care 
centers'. These visits will give you some idea of what you might want to 
use,' Cost can vary widely. Large operations may use more expensive 
futniture and equipment. For a small day care cettter like yours, you 
may want to build your own equipment or hire a retired carpenter to help* 

28 ' * , 



Day care starting expenses vary depending on the size of the 
business. Usually profits will be slow in the beginning. Jt is best to* 
bor.row enough money so that you will have an excess on h^nd to carry you 
through the.fixjt six months. 



Starting Expenses 
Salaries 

Building and Property 

Repairs- and, Renovations 

Equipment and Furniture 

Inventory or Supplies 

Advertising 

Other 



STATEMENT OF FINANCIAL NEED ^ 

Money on Hand 



TOT^ 



Cash on Hand 

Gifts or Personal Loans 

Investment by Others . 

TOTAL 



TOTAL STARTING EXPENSES 
TOTAL MONEY ON HAND 
TOTAL LOAN MONEY NEEDED 



J 



This form may be different from the one that you will use. But it 
will give you an idea of what to cover when preparing a statement of 
financial need. 



Sumnary 



When*applying for a loan, you^will need to provide a description of 
^our personal background (resume), a business description, . and a 
statement of financial ne^d . Your careful planning will be the key to 
the outcome of your* loan request. 



Learning Activities 



Individual Activities 



1. What did Annie leave out of her business description that 
the bank*'is likely to want to know about? 

2. How much 4id Annie need to start her day care center? Do not include 
the salaries oi^ cash needed to carry her througji the fi^st six 
months of the business. 

3. What* were Annie* s total starting expenses? 



4. How much money did Annie have to start her day care center? 

5. How muclj^id she need to borrow? 

6. Which of Annie's starting expenses would need to be listed under 
"Other"? * . 

7. Fill out a statement of financial need for Use the form in 
this unit, • . ^ ^ 

' y 

Discussion Questions ' * ' , 

!• How do you think a lender, bank, or, government agency would react to 
Annie's business description? 

2. What' information other than a business description and statement of 
financial need would a lender Vant to know before giving Annie a 
loan? 



3^ 32. 



Group Activity ^ , . 

* * 

4 

Read the following account of Damon Benton's life: - 

Damon Benton has worked as an elementary teacher for 
four years. He loves working with children and watching 
th^m learn. He has tired of teaching in the school system 
and is thinking of opening a day care center. He has found 
a srtall fully equipped day care center that he can take 
over. It will accommodate 20 children. But Damon has not 
saved any money. ^ 

As a group, discuss the following: 

1. What would Damon's starting expenses probably include? How 
would his cost compare to Annie's? 

2» Would he have to apply for a loan? If so, how would he do this? 

3. Do you think Damon should go into business before saving any 

\^ • 

money? Explain your opinions. 
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./unit 4 
Being in Charge 



Goal: To help you select and manage the people with whom 
you work. 

Objective 1: Given the general tasks of a day care 
center owner and several employees, decide how to 
divide the work. 

Objective 2: Select from a list of day care center 
applicants those acceptable- for your business • S 

Objective 3: List three ways to keep employees 
. happy. 
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BEING IN CHARGE 



Annie knew how many employees she-needed to care^for 36 
children. She knew that she needed one teacher for every 
12 children or one teacher andean aide fo^jl^very 15. She 
t^ould also need a cook to prepare their meals. 

^Kl^ie would open on a- 24 -hour basis. So_-,she would need 
a staff for three shifts — mornings from 6 a,m. to 3^ p.m., 
afternoons from 3'p.m. to 11 p.m. and evenings from 11 p.m.. 
to 6'a.m. ' ' ' ^ 

Annie decided to enroll up to six children for the 
fvening shift. She figured' this would cut dowrt her staff . 
costs. Annie said^ "The children are usually apleep at 
this time and I can care for them myself." 

Aiinie would have to hire staff for her morning and ^ 
afternoon shifts. Annie said, "The thing I will look for 
in an employee Besides the needed requirements will be 
warmth and concern for children. My business will depend 
on how well the employee treats the children and thie(ir» 
parents. Everything 1 have put into my business "and iits 
success will depend on* my ^staff ." 

Annie developed an application form and a list af 
interview questions. Her experience as a" babysitter and • 
her early childhood education were of great help. Within' a 
few weeks Annie had hired her. staff. . . ; 
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Be.ing in Charge 



\' Owning and operating a day care center involves many diff^erent 
tasks.^The most important is hiring and being in charge of your staff. 
In this uhit you will learn about: 

• general tasks in running a small day care* center; 

• the staff you might n^ed; ' 

• ■ sources for finding your staff; and * , / ' 

. • * <i 

• selecting your staff* 
Tasks * 




^ In, the day care business, you will deal with a lot of different? 
tasHs* In the course of one day you may: 

• supervise children and their activities; 

• interview parents ;^^ ^ 

• plan programs; 

• york "out schedules; . ' * , • 

• interview ^nd hire new employees; ^ 
* • ' serve meals or snacks; and ' * 

• assist with teaching. ' , . ' .\ 



Being an owner of a day care center requires constant supelrvision of 
the business. Likfe Annie, you will need help in handling some of these* 
tasks. , v ■ • 

. The size of your sta^f will jdepend on the numbei; of children *you 
plan to serve. Let's look^at the state of California as an example. ^ 
Centers there* are required /to have one teacher present for each \lx 
children, or a teacher atla an aide sujlervising every 15 children. For a 
small day ^are center 36 like Aqi|ie*s, let^s suppose you will need 

36 - . 



only three teachers and 'one cook; will^ you select these people? It 

is not only important to know what type of employees you are looking for 



but where to look for them. 



Selecting Job Applicants * 



The success of your business depends on the. skills, warmth and 
loyalty of its employees. It Will be- important for you to select "job 
applicants car^fully^ Remember these people will be an extension of 
you. The success and reputation of^ your business will depend on how 
well you make these, selections. 

Sources of employees . There are several ways to find an employee: 

• fripnds and acquaintances; 

• employment agencies; 
newspaper advertisements; and ' ^ 

• personal applications. * 

ft 

Friends and acquaintances ane sometimes able to recommend possible 

applicants. These references ark ifsually the best* because they know 

your business needs and what/type of person you have in "mind. 

' ry 

Employment agencies are jplso a good source. There are two 
types—public and private. The U.S. Employme^ Service has public 
employment of fic^ in each state and is set up for the benefit of both 
employer and worker. Private agencies usually ch'arge a' fee but some' 
specialize in certain kinds of employment. They might be a good source 
for getting skilled employees. * ^ : 

?♦ • 

The newspaper advertisement is the most widely used way of looking 
for employees. But anothet^^eood source would be students 'working toward 
degrees in early childhoii4j*^ related studies at local community . 
colleges or fout-year colleges. 
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After you have found some potential employees you wilL have to learn 
certain things about them. You can get this information from a detailed 
application. The applicant should: 

• fill out a detailed^ application; 

• provide persohal references; and 

• have a personal interview. 

*Detai led ^application . The amount of detail in the application will 
depend on, the type of job you want to fill. There are a few things you 
should know when hiring teachers, aides, and other staff. Teachers must 
be 18 years or older. The also must have completed, or be working 
towards, 12 college semester utiits in early childhood education.' 
Teacher aides must also be 18 years of age and have a high schools 
diploma at the ,time of employment. They may also be hired if l^ey have 
obtained two years experience in group child* care.^ As previously 
mentioned, a good source for teachers would-be students working towards 
degrees in early childhoocF education or related studies. 

Employee salaries are usually the largest expense of ruhning a day 
care center. Because of this expense some day care center owners are 
temptf^ t6 cut comers by asking teachers to do other things, such as 
cooking or hou^cleaning . However, reg;^ulations make the professional 
staff responsible only for teaching and related tasks." 

Cooks are needed in most full-day care centers even if hired on a 
part-time basis. Other duties might include instructing children about 
*mu1:rition and monitoring meal service and clean-up. 

* 

. You may want to hire a maintenance^.person/'to handle cleaning and 
other janitorial duties and repairs. This person could be hired on a 
part-time basisl ^If you provide .transportation, this person could help 
with the driving. The person could also take care 0*1^ the odd jobs. 

Every staff member must present proof of a recent medical 
examination and TB (tuberculosis) test before he or she is hired. 




Personal Interview 

The personal interview is especially important. It c^n tell you 
about the personal qualities that don't show up on the application. In 
J^MT interview^ you should discuss carefully the job qualifications with^ 
^Rhe applicant. Through a friendly conversation you can find out how the 
, person meets your standards. 

Personal References 

Before hiring the person, check his or her references. Remember ^ 
that hiring a person represents a large investment. * An application 
and interview m^ show that a person is qualified to do the job. But 
after checking references you may find this is the wrong person for ^he 
job. • ^ ^ . 

\ 

The best type of reference check is person-to-person. Call the 
reference and discuss the applicant. Prepare a list of questions to ask 
about the applicant's employment record, what kind of^^mployee the 
person was, and how well the person got along witli others. It "takes a 
lot of time, patj.ence, and skill to check references.' ^ But they are the 
best^ source of information 'about the applicant.. 



Keeping Pebple Happy ^ 

A day care center, as any other business, must keep its people happy 
to stay in business. To do this you should provide: 

• good personal relations; , 
special service^ or benefits; yand' 

• clearly stated policies. 

Good personal relations . Place your staff in positions where they 
will, be happy working. Don't overwork your pecfi)le. Don't have them^ 
work with children 'they prefer not to care for. Listen to their 
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complaints and problems. Try Co help them work Che proble'ms out in a 
l>osicive manner. Give them advance^ notice of Che amount of work you 
expect Chem to do. Also Cell Chem any problems Chey might have Co deal 
wich. / , , ' - |s ' , 

A' ' 

Special benefics . To aCCracC and keep your sCaff, ic will ife ^ 
necessary Co offer someChing exCra. This mighC be prompC and bjeCCer pay 
and fringe benefiCs as compared wiCh Chose of similar businesses. 

Clearly sCaCed' policies . Conduce regular meecings Co keep employees" 
informed abouC t;he ihformaCion ChaC is senC Co parenCs. Lec#Cbem know* 
abouC all policy revisions, problems regarding cer^Cain children or ^ 
family sicuaCion&J -and any £uCure dctivicies. Give all you? sCaff 
wriccen policies abouC salaries, hours, respondibilicies, vac^acion, And 
sick Cime. "When everyone knows ^ cHe rules and regulaCions of your 
b^peracion follow Chem in a businesslike* way . 



Summary 



There are deven Casks you may do. in Che course of a day as Che owner 
of a day c^re cenCer: supervising children, inCerviewing parenCs, 
planning programs, working ouC schedules, inCerviewing and Ifiring new 
employees^, serving meals or snacks, apd assisting wiCh Ceaching, Hiring 
new employees involves finding, poCenCia.1 employees, reviewing Cheir* 
applications, inCerviewing Chem personally, and checking Cheir personal, 
references, 'Keeping Che people you hire happy involves esCablishing 
good personal relacions, offering special benefiCs^ and sCaCing 
operacing policies clearly. 
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Learning* Activities 



Individual Activities 

1. What are some of the tasks a day care owner might *do in the course 
' ' of a day? 

2. Name at least three ways to find an employee* 

8. * J*ist the three things an applicant should do when applying for a job. 
4».,l^hat ^rethe requirements of a day care center teach^? 
5# What are the requirements of a' day care center teacher's aide? 
6. What is the best *type of personal reference check? Why? 
Name at ieast three ways to keep your people happy. 

Discussion Questions * . 

\ " . • " ■ . - 

1. Assume' that, Annie Mred Aliqje Hernandez. Alice had worked a year as 
a babysitter in a, nursery. Srie^is .taking 15 units' of early 
childhood education iti her first semeste^r of college with a major in 
early chil'dhood. Which job did Annie giye Alice— teacher^ or 
teacher's aide? Why? \ ^ , 

2. What"*. problems migjit" a day care center owner have if he or she hired 
someone who did not like workingj^th c)iil<lren? 



3. As the owner of a da^ care center«, you |iaye ju$t interviewed Ralph 
Cohen. ^He is friendly, has a warm personality,. «nd meets the 
qualifications for a teaching job. You are thinking of hiring him 
but after calling a few references* you' find out that he gets upset 
very easily. What should you do? 



Group Activities 

1. Have the class pair up and role play the following situation. 
Reverse players to get an idea of how it feels on both sides. 

r ' , , 

Lillie Stewart has applied to Annie's day care center 
for a teacher's aide position. Her* application shows that 
she has worked in several other day care centers. During 
the interview she mentions that she has had to leave each 
job for "health, problems." Sh^ assures Annie that she ,can 
handle the job. ^ > * , 

2. Divide the class into groups of three. Thetr have the students 
reverse their roles so that each student Can role play Annie. 

/ 

Annie's staff are ' 1 ate t;xr the morning shift. They are 
- arriving between one-half to. an hour late. No 'one has 
called in to let Annie* know thiey will be late. pl^y 
• , Annie's conversatiorf-with two teachers and a teacher's aide. 
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UNIT'S 



Organizing the Work 



Goal: To help you organize the work of the^day care center.. 



Objective 1: Given available employees and specific 
customer -orders ,* fill out work order forms. 

Objective 2: Given several tasks to do on a 
particular day, develop a work schedule for 
youtself or an employee.' 
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ANNIE GETS OR'GANIZED 

I. 



"Small Fry" has opened and seems •to be doing well. The 
parents really J^ike the job Annie is doing.. They espe- 
cially like the warmth and concern she shows to their 
children. 

SOTietimes it's hard tV get all the work done.' When 
Annie h*as all 36 children in at one ^ime, it can be a very 
time consuming job. Annie tries to take care of all the 
children by scheduling tlie work. She assigns one of the 
tBacheM ,to each -grpup of 12 children. 

^ Annie has developed a program so that everyone' knows * 
what' is expected each day*. This ^ is the daily program Annie 
prepared for her^ day care center from 6 a.m. to 6 p.m. 
t 

6:0Q - 7:00 fearly arrjivals; breakfast, if* necessary 
7:00 - 8:00 Arrivals,' health check; free play, indoors 
or out 

8:00 - 9:00 .Table gauges, puzzles, ,art activities, story 
• reading 

9:00 - .9t30 . Division into groups for idea exchanges, 
sharing- time, "show and tell"' 
\ 9:30 - 10:00 Circle time for music, dancing, story 
•telling o 

10:00 - 10:15 Snack time - ' ^ 

10:15'- 10:45 Children play 

i0:45 - 11:15 Individual projects-j science experiments 
11:15 - 11:45 Free play, conversation time, enjoying each 
bther 

11:45 - 1^:30 Wash tip and lunch 
M2:30 - 12:45 Group singing 
12:45 2:45 Nap 

2:45 - 3:00 Wake up aijd wash up ' . ► 

3:00 - 3:15 • Snacks 

3:15 - 4:45 Teachers a^nd studerits play together indoors 

and out ^ . . 
4:45 6:00 Free play,: indoors and out, until pick-ups 
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Organizing the Work 



Doing the work of any business, large or small, involves three 

things: organizing the work, doing it, and checking ta make sure it has 

-been done. To do these things, you will need to keep track of the 

« 

number of children that you care for each day. You will also need to 
keeg track o£ the staff who will care for the. children. ^ 

This unit covers organizing the work of a day care center. ^First 
you will learn about recording and keeping track of the children. Then 
you will learn about scheduling your staff. , 



Keeping Track of the Children 

An easy -way to keep track of the number of children you will cate 

for 'each day*is to complete a work order form. This is a record of the 

number of children enrolled daily. By laoking at this form, you can 
pl^n a work" schedule for your staff, too'." 

Work order . Annie developed this form so that she coul3 tell how 
many children she would care for in a single day. She could check her 
enrollment on a weekly basis to see when each child was scheduled to 
come in. Some children were full-time and some were part-time. By 
using Ifhis form Annie coald tell what her workload would be for the 
dlay. Then she could>^ schedule her work accordingly. 
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WORK ORD|R FORM. 
(Number of Children Enrolled Daily) 


Full-timeT 
Part-time 


' Date" 


Chilli's Name 


Time Arrival/ 
Departure 


iotal 
Hours 






















































1 








" * 





<3 

When a child arrives at the day care center Annie writes down the 
child's name, the date, and the arrival time. She also places a FT (for 
full-time) or PT (for part-time)-'on .the form. When the child is picked 
up Annie writes down the time and totals the houts. By using this form, 
Annie can tell how long each child has been at the day care center each 
day. . . " • *• 

Work schedule . Annie had to organize her staff's work hours.' She 
had to decide' which shift each employee*" would work. For this she needed 
a staff work schedule. The work schedule is «i record of when\ach 
employee h^s worlced. It is used to tally eiaployees hours for payment. 

On the work schedule, ,,Annie writes the^date, the name of each 
employee, and. the number of hojirs that they will work under each shift. 
Shfe then totals the hours worked eath day. - . 



Annie said, "I try to fill out my work schedule a week ahead of 
time. The work schedule lets my employees know when to come to work. 
It also tells me when I need to call'.someone else in if an employee is 
not available." The form Anwie used is shown" on the next page. 
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WORK SCHEDULE 






.Date* uctoDer zo 




✓ 


\^ 




Empl oyee s 


6am - 3pm 


Shifts 
3pm - 11pm 


1 1 mm f%ovn 
X X piu Uguu 


nuu^o »» \J ^ rv c X* 


Kim Wilkins 


5 


3 




' f 

Q 
O 


t 











































The forms Annie used may not exactly suit, your needs. Adopt 
♦ 

whatever itiethods are suitable to make your work easier ♦ The important 
thing is to_b:eep records of tlie number of staff and child care hours. 
That way ydu won' t^ have problems when it is time to pay s\:aff or .bill 
parents. \ 



Summary 

It* is important for a day care center to get jobtf done properly. 
Using work orders .carefully can b]& a great help. Planning a work 
schedule for your staff will help you* handle the work* Three ^things you 
should think about in running 9 day care center are "or ganizing the work, 
doin^ the work, and checking to see that it is done. * ^ 
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Learning Activities 



Individual Activities 

1. Three fXill-time children arrived at Annie's day cajre center as 
followss 

a) Deanne King' (arrive) 8 a,m. (depart) 5:30 p.m. 

b) John Martinez (arrive) 6 a.m. (depart) 3:00 p.m. 

c) Lisa Swartz (arrive) 9 a.m.. (depart) 4:00 p.m. 
Two part-time children arrived as-follows:, 

e) Maureen Chow (arrive) 12 p.m. (depart) 4:00 p.m. 

f) Arthur Florez (arrive) 11 a.m. (depart) 3:00 p.m. 

Fill out a work order form* using today's date. Total the hours. 

- « » 

2. ' On October 13, Annie scheduled her staff as follows: 

a) Barbara Cook 6 aim. - 11 a.m. and 3 p.m. - 6 p.m. 

b) Lonnile Griffin 8 a.m. - 12 p.m. and 4 p.m. - 6 p.m. 
, c) Vance Smith 6 a.m. - 3 p.m. 

Fill out a^work schedule form and total the hours for each. 
Discussion Questions 



1. "Tinker" Day Care opened to take care of 25 children from ages two 
to eight. 4^hen parents paid their monthly enrollment fees, the owner 
wrote down the amount on a piece *bf paper and stuck it in his desk 
drawer. He did not write down the date, just the amount and name. 
Why do you think "Tinker" Day Care went out of business? 
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2. Do Mou think it is always easy for Annie to make up a daily program 
and vtork schedule for her staff? Why, or why not? What could make 
it ea^er? ^ / 



Croup Activitjy - . 

Collect work orders and work schedules froJa day care centers *in your 
conmunity. Also ask for any other types of forms the business may use. 
As a class, talk about how these forms would be used. Decide if each 
one would be used before, or aftet a work schedule was completed. . Make a 
list of the order of use of these forms. 
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UNIT 6 



Setting Pricey 



Goal: To help you set prices for your day care center. 

Objective 1: Given things to ^consider about the fees 
of a service, select the beast prices * , 



\ 
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ANNIE SETS PRICES 



Before Annie began to actually enroll children into her 
day care center, she had td^decide on the price she would 
charge. She had to decide how much to pay her teaching 
staff. She afso had to decide how much to charge the 
^ parents. 

"First I have to look at. my competition. I know that- 
other day care centers- charge between $28 and $48 a week. 
I want to charge lower prices for my center. I can hire 
, students who meet the necessary qualifications at $3.50 to 
$4 an hour. They can work while going to school. This 
will cut down on iny staff expenses." 

Annie decided to charge $25 a week fot each full-time 
child and 75c for^ hourly rates. This rate would also be 
cjj^r ged to non-enrolled children. Annie would also provide 
jcount for families who enrolled more than one child. 



Meals were also^ served. So she would charge*«n 
additional $1 for each child not enrolled on a. full-time 
basis who stayed at meal times. 
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Setting Prices ^ 

Tjf^be successful, you must set prices for your day care center which: 

• ^re competitive with similar bttsinesses;^ 

• coyer operating expenses; and 

• allow enough ptofit. 

''In ?his unit, you will learn about things to consider in setting 
fees for your services and about the way you go about doing it. 



Competition 

.V 

Your prices must be» competitive, YouVhave already found out your 
competitors' prices. Keep these in mind Wien you set your own prrceS. 
Parents will not be happy paying higher prices, linless you offer extta 
services. These services may :fnclude pick-up and delivery, or dropr-in 
services. But try to set your fees within- the range local parents can - 
afford. ^ ' * ^ 

Take California, for example.* Pees ther^range from $70 a month in 
low-inccme neighborhoods where overhead ia low\^ $140 or higher^^n 
hi^-income residential areas. These fees include services for full-day 
care, including a hot lunch and snack, five days a week. 

If you decide to open a day care center in'a middle-class 
neighborhood, rates are' usually $27 to $35 per, week. Hourly rates for 
non~enrolled children can range from 75$ to $1.50* per hour with a $4 
minimum. You can apply the same rates to nighttime baby-sitting if you , 
offer this service. A good ch.arge for nigjit rates would be^75o per hour 
with 4 three-hour minimum. 
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Operating E^^^^nses 

Enrollment fees are usually the only source of income for a day care 
-center. The total amount you collect must cover your, operating 
expenses. Operating expenses are the costs a business must pay ^ust to 
keep its doors open. These expenses .occur whether or not "a business 
gets any customers. These expGl^ises include: 

• salaries; , ^ ^ ' 

• rent; 

• supplies; , , . . 

• food; w 

• advertising; and 

• utilities, insurance, and taxes.. 

Annie knows that her monthly income must be enough to pay these' 
expenses . 

Salaries are the largest expense a day care center owner wil^have 
in running the business. The pay for teachers is usua^lly a minimum of 
$4.00 per hour. One of the ways to keep your 'salaries down is to hire 
• students on a part-time basis. 

There is currently a large number of teachers ip most parjts of the 



country who "are either out of work or retired. These are also a good 
source to consider. During the receiving hours, of 6:00 7 9:30 a.m., and 
^afterniap and 'st\acTc periods, oHly a few teacliers wilL.be required. Wi^th 
proper scheduling and a large number of part-time teachers you can keep 
your payroll low. 



Profit . 

> J. * , 

I 

Your fees must allow you to make some profit. Profit is what is 
left over after all expenses of your business have been paid. Your 
profit? will include your own salary and some amount above that. You 
will have to decide how much profit you can make and whether this is 
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acceptable to you* Remember- that many successful b^usinesses start with 
little or no profit in the first year. 



Other Things to Think About 

=a i 

* * - . 

Like.-Annie, you could offer a discount to families with two or three 
children. Annie has decided to give the second child a $15 per month 
discount and the third child a $10 per month discount, r You could also 
prorate charge's for children who^ attend only two, thrqe, or 'four days a 
week. 

If you decide to include meals with your service, the charge is 
usually $1 a meal. Tfou can offer a special rate to parents who wisH^ to 
leave their child for 'a 48-hour weekend. You might try $25 to $35 with 
meals included. This can also be prorated if the parent wishes to have 
the service fui three or four*days, or longer; One 24-hour day can be 
priced at $15. ^ 

You migjit also want to consider asking for fees on a ''sliding ' 
scale." This would offer lower rates to 'parents who cannot afford the 
full charge. It will help to attract children from different incomes 
and increase your enrollment. 



Sunmary ^ ^ ' * 

In setting your fees for your day care center you must co^ksrder your 
competition, operating expenses, and profit. 



Learning Activities 



Individual Activities ; ^ • 

Call up a fey day care' centers in different income areas. Find out 
how much they pay their staff and how they set their fee, Thid^ will 
give^ you a better idea of price? in your own area, 

2, tet's say Annie enrolled three children from the same family it\ her 
Small Fry Day Care Center, . Annie set the first child'V fee at $100 
a month. What Would she charge for the second and third child? 

3, Annie enrolled Nicky Hopkins in the Small Fry Day Care Center on a 
full-time basis, Annie charged $24.50 for each week. What would * 
Nicky's monthly b^ll total if she attended five days a 'week for four 

weeks?^_ ^ 5 ^ ^ 

4, Hank King- arrives at Small Pry- Day Care Center at .8 a,m, and^ leaves, 
at 5 p,m, — He is ^o t en r oH red-ori' a f ull ^^ t ime^httsis^ — Anni^-ncharges — 



75c for hourly ca^. How much will Hiank's parents be\harged for 
the day? 



5. What is a sllding-scale fee 



Discussion^ Questions ^ 
> ^ \ — ' 



1, List and discuss the expenses a day care owner might have that would 
reduce hjla or her profits, " ' 



2. Annie decided to set her fees at $25 a week per child, 75c on an ^ 
hourly basis, and allow a disxrount for more tl\an one child from a 
family enrolled on a full-time basis. Do you think this wa3 a wise 

decision? Why, or why not? , . , c ^ , 

^ - 

Group Activity 

Ask groups of students to pick a day care center from the Yellow 
Pages* Make sure that groups choose centers serving customers in 
different income leveis (low, middle, and high ^incomes). Students 
should call the\centers to get information ^about, fees for weekly, daily 
and special services* As a class, discuss the similarities and 
differences between prices. , . 



UNIT 7 



Advertising arid Selling 



'Goal: To belp ^pu advertise an<f sell' the-^^ervices of y6ur> 
day .care- center. , ' * * 



Objective" 1: Choose the best way to advertise your 
day 'care center for a specific purpdse. *' 

Objective- 2: Develo.p a printed -ad for your day care 
center for the Yellow Pages or a newspaper. 
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ANNIE "SELLS" HER DAY CARE CENTER 



Annie was able to get her enrollment almost 'up to 
capacity within a month. How did shfe manage to do this^ 

About ^three months before she opened, Annie put this 5d 
m the Yellow Pages, It was published by the tiine she \ 
opened . ' * r 



SMALL FRY 
DAY CARE CENTER 

We provide T.L.C. 
(Tender Loving Care) 

Offering 
Infant, Preschool, and 
Aft^-school Programs 

i OPEN 24 HOURS. 

We cater^to-^chlldren of 
low- income 
* and 
one-parent families 

1386 W. 37th Street 
Los Angeles 
, 213/764-1521 



Annie sent a brochure to all the families in the 
neigjiborhood describing her services one month before she 
opened. Annie also* placed an ad in all the 1 peak papers 
two l^eeks before she opened. The ad ran in the'^paperk up 
to tHe date of .her opening. " " ^ - ^ 



Advertisink and Selling 



/ 



Advertising is the major way that businesses get their customers. 
It is a of letting people know about the services that:> you offer/ 
As the oxmer of a day care center you will heed to do two things to 
attract parents: 

^ • make up a brochure; and 
^« select a form of advertising. ? 

\ . . 

Now, many day care center owners do very little advertising because 
of the great demand for their services. .They are^ usually able to 
operate at 60% capacity vit^in thtee to six months of opening. But 
those who do more advertising reach their capacity much sooner. 

You will ^ave to decide hbw long you want to wait for a full ' 
enrollment'..- Remeipber that there are many, parents with "little wee ones" • 
\Ao don't know of your tender loving care. " 



Brochure ' * * ' 

The first step in your advertising campai^ is to develop a 
brochure. Allj day care centers should have one printed. T^e brochure 
should ^describe your*: 

• programs; - 

• cost;* ' ^ ' 

• hours; and ^ . ^"^^ * ' • . 
^ • staff. * ■ . ' 

/ . 

The brochure should be attractive, colorful ,^and informative. It 
should be mailed to homes and' apartments within a two- to three-mile area 
qf your center. ' - 
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Unless you are running at full, capacity , you should send these 
brochures once a year to the entire neighborhood. These brochures 'can* < 
be kept on hajid to mail or give to parents asking about your services. 



Advertising ' ^ • . , - 

Word-of-tnouth is* the best means of advertising for a day care 
center. Pleased parents will advertise for you when they tell other 
parents of their satisfaction with your services. Word-of-mouth 
recommfe^atibns help to build your waiting list.**This spells su*ccess 
for both yoyr present and future profits. 

Here are three ways to attract parents to your day care center* 
Yellow Pages, newspaper ads, and direct mailings. 

Yellow Pages . Advertising in the Jfellow Pages is absolutely 
necessary. Your^ad will- reach, the' entire conmonity and will I'ast a lorf| 
time. It should appeal to aTl 'types o'^f .peopled A^ ideal- ad: < 

• is simple; ' , 

• . is informative; ' t ' 

• is truthful; 

• is imaginative and attractfVef' and 



• describes important or special ^features of your business. 



These ads get a lot of response "^from ^11 types jof potential 
customerst parents who are single, married, divorced, or separated; 
local residents;^ tourists; people new in town; and those who have lived 
in the same place for a lifetime-. Cost .of the^Ad is based- on p^e space 

Look at your competitors' ads. oTr^^ .to get an'ad that will 'include a 
headline, information about the ^ ay V'ark center^ your name, address, 
phone number, and a picture of the center. Remember the ad should be 
placed far enough in advance to appear by the "time you open for business 
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Newspaper ads . Plan to advertise in the newspaper, at least untiT 
your business is. veil establishe^i. Newspaper ad 1 have several ' 
advantages^ . . ^ 

• They reach 'a large numberof.^p€6ple. 

• They ai:e pretty cheap, for the number of people they reach • 

• They can reach all types of people. ^ . 

The cost of the ads are usually based on column inches, with the 
highest for metropolitan dailies and lowest for weeklies. Contact the 
newspaper advertising department about detailed information, you might 
need, ^ , * 

Direct mail . This. -is advertising sent to the cust;ojper. Fliers, 
brochures, and letters are used in this type of advertising. Direct 
mail advertising is good because it can be sent to a special group of 
people who would likely be influenced by it. It is the most personal of 
ail advertising because it is directed to an. individual by name. 

There is an important advantage of tljis type of advertising.. The 
message is addressed and 'delivered only to people you want to reach and 

0 » 

at the time you want them to receive it. 



Promnfion. 



Try a- few promo tional#gimmicks to draw crowds. A clovm givirig away 
balloons with your name printed on it will delight the children: an^ give^ 
you some good exposure, *too. .Give out sugar-free lollipops or T-shirts 
if you can afford it." It will usually pay off In the end. ^ . 

Yoa can also paint signs or print posters to put in local super- 
markets and public' places'. ' (Chis may attract pareJtits thinking of 
enrolling their ,child in a day care c'eiiter or. waiting for an opening in 
a center with a long waiting list. • * 



Summary 

As the owner of a day care center, you *wiXl want to attract a^ many 
parents as possible. There are two things you will need to do in 
advertising your services. First, you need to develop a brochure ' 
^describing programs, costs, hours, and staf|. Then you must choose a 
type of advertisement that will reach your potential customers. 
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LearJiing Activities 



1'. What is the first step in designing an .advertising campaign) for a 
day care center? > ' . - ; 

2. Wyy do "yBu need to develop a brochure? Explain. ^ 

3. Think of the type of day care center you would like to open. Do the 
following: 

^ • name it; 

, • pick an age group to serve; 

• pick a location; and " 

• choose your staff. 

Thei^ develop a broQbure- for your center. \ . 

4. What is the best means of advertising for a day care center? Why.? 
Explain your ideas. . . , 



5. Name three ways to attract parents to your day care center. 



6p Annie wants to change her'^^H^n the Yellow "Pages . Sh(B^"thinks it 
migjit be too wordy. She is als*o considering changing^ the style of 
her ad. Make up a new ad for Annie's' business. v 



Discussion Que stio ns ' ' 

'I 

1. Martha Scott, owner of Tender Qare inffl^nt center, just opened a" 
center. She wants to place an ad in the newspaper. But she has a 
^ limited ^amount o£ money to spend^for advertising. Martha has 

already placed an ad in the Yellow Pages. Should- jjhe place her ad 
in the daily or weekly newspaper? Why? 

' 66 ^3. 



2. -'Billy Johnson opened a day care center ''fol^ preschoolers — ages twi to 
five. To advertise he sent flyers and^brochures to the homes of all 
the families in the local neighborhoods. He ^addressed the mail to 
."Occupant** and receiyed little response. What could Billy have done 
to get a better response? Why? Do^you think hq? should have used 
another kind of advertisement? Why? ^ 



Group Activity 

Have each student bringH^ center ad from the Yellow 

Pages. Compare these ads and answer the following questions. 

1. Which ads provide special services? ' How can you tell? 

2. Which ads are from small businesses and which arfe from larger' 
franchises? How can you tell? 

- 3.' Which ad probably cost the most? The least? ^ Why? 

4. Which ad ia the most appealing? Why? 
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Keeping Financial Records 



Goal: To help you learn how to keep financial records for 
your day care service. 



Objective 1: Given information about the services 

performed for a customer , fill out a customer 
billing form. 

Objective 2: Given information about income and^ 

expenses on a single day, fill out a daily cash 
sheet. 
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ANNIE KEEPS TRACK OF FINANCES' 



, Annie developed a weekly bookkeeping system. Every ^ 
' Fi^iday she added up. the week's work orders. Then she 
i>illed her clients. She dlso added up the staff's time' 
schedules and paid them. Annie also paid any current bills 
owed for supplies. 

Annie felt- quite pleased'wfth the progress the day, care ^ 
center was making. She wa§' averaging about $1^200 a week ±r\ 
revenues. When doing the billing on Friday's y Annie's cash 
payments for a single week were as follows: 



Employee wages 
Advertising 
Supplies 
Food 



$700 
10 
125 
80 



Fridays seemed full of writing checks and rfecord-*^ 
keeping. Actually't Annie spent only about half, a day pejr 
week keeping track ^of -her finances. 
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it^^ping Binancial Records 



As a day care Center owner, you" must have^a 'clear way of keeping 
track of your income arid expenses. ^ You must keep gQod • financial » 
records* That way you will, know how your business is doing and can make 

V * ^ ' ^ 

"better business decisions, « ^ . 

Your records will^help you to answer such questions as: 

• How^much business did I do? 

• How mych'pro^t did I earn? 

. . How much wer^ my food costs? 

• How mu^ were my other expenses? 

,Many .small business owners question^the need for keeping records. 
They say^ "Why keep ^ a lot bf complicated records? We*r6 so busy running 
jii^ business, we don't have time for tecordkeeping.'* 

^ 

Many sm^^pw)usinesses have failed either because of poor record- 
keeping oi^^ecause no records were kept at all. ^ Business success and 
good recordkeeping' go hand in hand. So, ''you can see there is a real • 

need for recordkeeping!- * . » . ' 

5 '«* . ' - - * * * • • 

Your record* system does not have to be complicated. It can be 
simple, easy to keep, and require little time. You will need to know 
how to keep track of the moneyv coming in (cash received) and .going out' 
(cash payments). You will. learn about customer billing forms and daily' 
' c^sh sheets. . - . ;•, -•^ - . • , 



Customer Billing Form ' * • ^ 

How you handle your parent billing will depend on how you set up 
your business. Parents V needs and .preferences may help y6u decide how 
often you, should bill them. Annie chose to bill parents and pay her 
staff at the same time. She thought that- this 'way she could handle all 
of her recordkeeping at the same time. Many businesses, , though, bill 
their customers every two weeks or monthly. 

This is the billing form that Annie used.* 



* ' ^SJIALL FRY - Parent Billing Form 

0 

Parent: Mrs. Barbara Richards, 
Child: Car(^ 


bate 


* Dat.es oi Service 


Amourit 
• 

Charged 


Payment 
Received 


Balance 
Due 


6/5 - 


6/1 - 6/5 


$40 




$4(J 


6/11 


- 6/8 - 6/10 


$24 


u 

• $64 






ft ^ 


A 




< 



A sample entry is made. , It shows that on June* 5 JMrs. Barbara 
Richards was 'charged $40 for five days of child care services Caron 
received. On June 11 she was charged $24 for three days of service. On 
June llvAnnie was pajld $64. Since Annie requires payment onva weekly 
basis previous arrangements had been made to make this type of payment. 
This is probably not the fprm that you would use in your business. T)ie 
exact ^forrt| will depend on your needs and will probably look* different . 



Daily Cash Sheet 

Annie^^used a daily cash sheet to keep track of the money coming into 

and going out of her day care center each day. * This is a of , 
recording the cash payments for each day. The sales/payments are 

re corded -on .the left side of the form and are added up daily. 

On the right side of the form you -enter the money you paid oat each 

day. These are the operating expenses of your day care center. The 

actual daily/ cash sheet that you will use as a day care center owner may 
be differejjt./ ^ ' ' ^ 



DAILY 

• 

Cash Receipts 


CASH SHEET 

Cash Payments 


o * 

Cash Sales 


Salaries 


Credit Sales 


Building Expenses 


' TOm CASH RECEIPTS 


Equipment and Furniture 


Inventory or Suppilies 


Advertising 


Other 


TOTAL CASH PAYMENTS ^ 







At the end of each week or month these daily forms are add«d up. 
They also are added at the end df -the year to provide a complete * 
statement of your profit and loss. 



You may feel .that you don't want to bother with recordkeeping. Then 
ynou can hire a part-time- accountant or bookkeeper who vSpecializes in day 
care center operations. 
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Sumnary * * . 

m 

Kee^ng good financial records is a neceg'sary part^ of running your 
oym day care center,. It involves properly ccjnpleting a customer billing 
fomr and^ regularly keeping track of the business income and expenses.' 
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Learning Activities 



Individual Activit^ies 



1. Annie charged Willie White's parents- $25 for five ^days of child 
*care, from July 7 through July 11. Annie received $12.50 on^ 
Jiily 1'2. Complete th6 following parent billing form. 





SMALL FRY - Parent Billing Form 




Parent: 










Child: 




















Date 


Dates of Service 


Amount 
Charged * 


Pajnnent 
Received 


Balance Due 






s 


































4 



2. Briefly describe a daily cash sheet and list the information it 
contains. . 

3. ^ Complete a daily cash sheet, for Annie. Read the case study. Using 

today's date, how much money came into her day care center today and 
how much was paid out? (Assume that today i^^ Friday.) ^ 
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DAILY CASH SHEET 



Cash Receipts 



.Cash Payments 



Cash Sales 
Credit Sales 



'TOTAL CASH RECEIPTS $ 



Salaries 

Building Expenses 
Equipment & Furniture 
Inventory or Supplies 
Advertising 
Other • 

TOTAL CASH, PAYMENTS 



Disj^cussion Questions 



l.'r.What other types of financial records would the^wner of a day carev 
center havfe to k^ep? Think of other types of money dealings this 
business would have. 



2. Would the financial recordkeeping of a restaurant be different from 
a day care center? If so, how? « 

3, Why is it important to keep gdod financial records? 



Group Activity — 

Collect sample billing forms from different day care centers in your 
area. Compare them. How are they similar? How are they different? 
What information do they record? 
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UNIT 9 



Keeping Your Day Care Center Successful 



Goal: To help you learn how to stay successful • 



Objective 1: Given some information about a center's 
income and expenses figure out the net profiflf 
(before taxes), profit ratio, and expense ratio. 

1 V** ^ 

Objective 2: Gi^en a decline in profits, state one 
way to increase profits. 

Objective 3: Given a specific problem of low sales, ^ 
suggest a way to change your center to increase 
enrollment. 
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ANNIE KEEPS HER CENTER SUCCESSFUL 



'The time has passed quickly ior Annie's day care 
center. Small Fry is now one year old, and enrollment is 
up to capacity. In fact, she is thinking of expanding the 
center. 

But during the last few months Annie has been faced 
with a serious problem. Another day care center has opened 
in the neigjiborhood and the economy has taken a turn for 
the worse. Parents are not enrolling their children on a 
full-time basisiT Annie is getting more non-enrollment 
children than usual. 

She is still m^ing money. 'Bu.t she is disturbed about 
the decline in full-time enrollment* Annie decides to make 
some changes to keep her day caie center profit growing. 
She has to deci-de how to increase her profits. Should she 
raise her prices? 
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Keeping. Your Business Successful 



Everyone who goes into bu'Siness wants to be successful. ^ But how to 

be successful is always a business owner's problem. 

^ * 

There are three important ways to keep your business successful: 

• Mak^sure you have enough money on hand. 

• Keep profits up and costs down. 

• Make changes in your business whenever necessary. 

In Che last unit, you learned how to keep track of cash on a daily 
basis. Keeping accurate records of your cash receipts and expenses is a 
"jiust." The same kind system can be used on a weekly, monthly, or 
ye*arly basis to keep track, of your . prof its. In this unit, you will 
learn how, to keep track of and increase .your profits. You also will 
learn how to change your business to increase your sales. 



Keeping Track of Profit 



Erbfit'is \Aat yotAreceive for your hard work. It is the amoi^it 
left over from your revenues (the amount- of monevi^a take in) after all 
of your business expenses have been paid* ( pro fi/t equals, revenue minus 
expenses When you add all the figures over the whole year as Annie 
did, you will come up with a profit/ loss statement. 

A profit/loss statement will tell you what your business owes, what 
it owns, and how much profit you have made over .the year. A profit/loss 
statement will "^let you kndw the direction your business is taking from 
year to year. The profit/loss statement shows: 



• * revenues — money that comes into your day care center for payment 
^V- of child care servj-cesj 

^ expenses — money spent in operating the business, including 

employees' salaries, rent, Utilities, advertising, food costs, 
etc; and 

4 

• net profit — amount of money left over from your gross profit 
after all your day care expenses are paid,*- ^ \ 0 



This is an example of a profit/loss statement . you might use. 



PROFIT/LOSS STATEMENT 




• 


Year 1 


Year 2 








Revenues 


i 

• 




Cash Sales , 


$ . ^ 


- $ 


. Credit Sales - ' 






TOTAL 


$ 




Expenses* 




V 


Salaries 






Rent and Utilities * ' 
* 






Food and *'Suppl ies 
. Advertising 

* 






Other (insurance, accountant 




fees, interest on loan) 






' trOTAL' J 

~1 ' 


$ 


$ 


Net Profit! 


$ 


$ 


Tw6-Year Profit/Loss Statement 




* 








A two-year profit/loss statement helps you compare 


your income and' 


expendes for two years. ; 






» * 







Yoju can record your figures written in dollars or in percentages of, 
total gross cash or both* Figuring in percentages makes it easier tj| 
conapare how well your day care center did last year with how well it* is 
doing this year. The profit and expense ratios can al^o help you 
cdpipare how well you are doing over the years." 



The information in your profit/ loss statement (C^u be used to figure 
out the profit ratio and expense ratio of your day care center. Use the 
following formulas to compute these ratios: 

Net Profit 



Profit ratio 



Revenues 



„ r . , Expenses 

Expense ratio = z—'^ 

Revenues 



Improving Net Profit • ^ 

What" if your profits are too low and business is not growing 
enough? You can try these w^ys to increase profits: 
^ increase services; 

• raise prices; or y 

• reduce expenses. * * j 

Changing Your Business to Increase Enrollment 

Changes in the economy will always have an effect on your business. 
Food and energy, shortages will be an added proT)lem. So you will 
probably need to increase your fees from time to time in order to raise 
your profifTS*. To do this, you will either have to add something extra ' 



to your 



^services or change them: completely* 



Beforre /rying to make any changes, you will need to dd a little 
research. Ask the parents and your staff what they would think of your 
change. Everybody's opinion helps. Look at- the community and your 
competitors. Study new child care trends. 

« 
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EnroUment may be low for many reasons. Thoroughly investigate the 
possible reasons for change. Annie made changes in her prices as the ' 
economy changed. However, she knew that she would have to provide a 
hi^er quality of service and extra services to make up for the higher 
prices. 

You might need to change ^your staff, limit your enrollment, or 
reduce your ^number of employees It will all depend on the changes you 
feel will be most effective in increasing your net profits. 

Sumnary 

You can figure out profits and compare them on a monthly or yearly 
basis by recording income and expenses on ^ profit/loss statement. You 
may want to . increase profits.; Then you must increase sales, raise 
prices, or reduce expenses. To increase your^ enrollment, you may need 
to improve the quality of or make other changes in your day care center. 

' >' ^ • 




^ * > Learning Activities 

Individual Activities 

1* What are three ways to keep your business successful? 
2. Explain net profit. 



3. Figure out Annie's profit, profit ratio ^^and Wpense ratio for,/ 
Year Uatid Year 2. X * r 





Year 1 


Year 2 


/ 


$ 


% 


$ 


% 


Revenues 








i 


Cash Sales 


$70,000 




$85,000 




Credit Sales. 










TOTAL 




100%A 




" 100% 


, Expenses 










Salaries 


$35,000 




$39,000 




Rent and Utilities 


7,200 , 




9,000 > 




Pood and Supplies 


*8,000 




9,350 




Advertising 


800 ' 




1,400 




Other 


,4,900 




5,000 . 














TOTAL 










• Net Profit 


• 










— • 









4. Which of* the ^above years was better for the business? 

5. What are aome ways to increase profits when enrollments in your day 
care center are too low? 



Discussion Questions , * . 

1. Annie's day care center is making a good profit. Why do you think 
she is concerned about f^ll-time enrollment? How do you think it 
will affect her profits in the long run? 

2* Think of things Annie can do to increase' her profits. 

3. List as many reasons as- you can think of why enrollment in a day 
care center might decline. ^ 



Group Activity 

List several different things that you would have to\o if you ran a 
day care center. Discuss how you feel about doing these things. Give 
yourself t^ee points if you think you would like an, activity, two 
points if you would not mind doing it, one point if you would do it but 
would not want to, and zero if you would not do it at atl. It does not 
matter how many points you get because there are no right or wrong 
answers. This is just to see if owning a day care center might be right 
for you.^ 
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SUMMARY 



This module has been about owning a day care center. * 
To start a smal sines s , you need, to do lots of planning. 
First you have to be sure that owning a small business is 
rigjit for you. Then you have to decide what s^tvices to 
offer, how to compete, and what legal requirements to meet. 

To pick a good locatioil> you have to find out if 
customers wcjuld use your business. Then you have to get 
money tQ start. That means showing a banl^er that your idea 
is a good one._ ^ 

Being in charge means dividing the work and hiring good 
workers. Then you must keep track of jobs to be done and 
who will do them. 



Setting prices means figuring out the lowest' price you 
can cftarge and also the/highest price* To do this you need 
info^ation on your expenses and on your competition's 
prices. • ' 



^ Adv^tising and selling are the ways you get, custo- 
mers. The good things your b'kginess ^oes in town are 
called promotion. These are .ail important ways to help 
your business succeed, • 

*■ ■ ■ ■ * 

You sho^ild keep good financial record$ so you will know 
how the business is doing. Then you caa decide if you can 
expand your business or if you need to cut it back.. 
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To own and operate a successful day care center, you 
need training in child care, work experience, and the 
special business management skills we have covered in this 
module. You may. pot have had a cdurse in child care. Then 
ryou should take one before deciding to own a day care 
center. You can learti business management ^skills through 
business classes, experience, or by using the advice and 
example of an expert; 

You may not make a lot of mdney.by owning a day care 
center. However, you would have the personal satisfaction 
of being "tesponsible for your business and, making your own 
decisions. Think about how" important these things , are .to . • 
you in considering whether you should start your own. day 
care center. . . / 



0-* 



QUIZ 



As a day care center owner ,^^ich of the following age groups 
would you probably not serve? 

a, 0 - 2 

b. 2 - 6 . .* 

6 ~ 11 . «. 

12 - 18 ' . , : 

♦ 

List three personal qualities^ the pwner of ,a day care 
center should have, 
a. 

b. 

c. 



List three special services that a da^ care owner 
migjit use to compete well, * * 

a. ^ 

b. 

c. 



List the legal requirements and two inspections* ypu 
will hav^ to meet to open a day care centex^ 

a; ' 

b, 

c. 
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$• When you choose a site for your day* care center, you 
should consider: , ' 

'* a^ zoning rules and ^regulations 

^ b. number of families v^ith young children 

^ c. income of families 

' d. rent ^ 

■ -t 

e. character of neighborhood . , 

f. all of the above 



6. What information^ does not need to be in ypur business 
description for a loan? 

■ a. ^ The number of employees you plan 

b. Location of your- day^care center 

- c. Services you will provide 
d. The names of your customers 



[*to hire | 



?• Which of the following: would not need to be in your 
< financial plan? J ^ / * 

a. Ho.w much money you mat^e in your last/ job 

b. Money for emergencies ' 

c* How much money your parents make i 

8. Lisa Chung* s 'starting expenses for her. new day care 
center are $54,365. She has $15,000 o^ her own money 
fi(he' had saved and *^,300'*^he received from her 

^ parents. .How much money will *Lisa ne^d to borrow? 



9. Whi^ information would need to be put in a job 
description? ' • ' 
a. -Salary, benefits, hours 



b. Personality 'type, age, sex wanted ^ 

'C. A.ddress, type. of, day care center, 

directions to the office )^ 



10, If this* were* the only information you had, "whr 

4© 




person would probably tnake/-the best day care centet 
teacher? ' 

a. A person who really heeds a job 

' ;^ b, A person who likes children 

c. A person who likes to work alone and does 

* not like to be around people ^ 



11. List three ways to find an employed* 

f 



a. 
c. 



12. Which of the following requirements is not needed t;o 
teach-in a day carS center? 
a. .Be 18 or older 

b. Completed or working toward 12 college 

semester units in early childhood education 
c. Have a valid driver's license * 



13. A brochure would not nejed to include which of the 
following kinds of information aboi^t your center? 

a. Programs offered 

b. Cost * 

c. Square footage - " ' 

d. Hours 

; e; Rent you pay , 
f • C and e above - 



14. "list fcair types of information liicluded iji a billing 
form. • • 3. ^ 



4. 
b. 
c. 
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15* Which of the following information does a daily cash 

sheet include? <l, y 

. ^ a. Cash sales and payments , 

b. Cash sales, payments, and profit 

c. Cash sales, payments, and debts 

d. Cash sales, payments, profits, and debts 

* - / ^ 

16» The Tiny Tots day care center' shows revenues of 
% " $210,000 oh the Year 1 records and total expenses of 
$154,000. Complete the following: 

Net profit f = $ ' 

Profit ratio = ^ ' % 
Sipense ratio = % 



T 
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